Exporting E-mail using Google Apps Sync for Microsoft
Tool

Head to: https://tools.google.com/dlpage/gappssync

And click on Download Google Apps Sync to install the software...

7 Google Apps Sync™ for Microsoft Outlook® Installer |Z||E|r‘5__(|

Installing Google Apps Migration™ for Microsoft Outlook®. ..

Once installed, you will be prompted for your username and credentials. Hit Continue when
complete:

Google He

Sign in with vaur Google Accaunt.
Email address:
|jose.caero@dc.gov

Do you have g Google password?
(Mo, help me sign-in.

(@1 Yes, | have a passward:

Remember me

| coninue | [ cancel |

You will be prompted with a window to now create a *NEW* profile in outlook, click on Create
Profile to continue:

@ Set Up Google Apps Sync for Microsoft Outlook® rg|
Create a Google Apps profile in Microsoft Outlook®

[J1mport data From an exisking profile

If vou uncheck this option, you can import vour data later,
Learn mare

[]5end crash reports and usage statistics to Google

Help make Google Apps Sync bekter by automatically sending usage statistics and crash reports o
Google.

Learn mare

[ Show advanced settings ] [ Create profile



https://tools.google.com/dlpage/gappssync

You will be prompted to start Outlook after a confirmation window.

You profile will be created that might look something like this:

Choose Profile [E|

Profile Mame: |iase.caern@dc.gw - GOC W | [ Mew, ]

[ (0] 4 ] [ Cancel ] [Optinns :=-:=-]

The profile name should look like: jose.caero@dc.gov - Google Apps; after which click ok to
continue.

Once completed, Outlook will start with the Sync tool running in the background that will copy
your contacts, calendar and mail to your local PST.

@ Synchronization Status - jose.caero@dc.gov.
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Depending on how much email you have, this might take from a few minutes to a couple of

hours. To locate the PST, right-click on the PST root in outlook and select the properties. On the
new window, select advanced. The path of the location will be in the highlighted field:
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Importing Gmail e-Mail to Exchange Mailbox
Open outlook to your exchange profile and
In Outlook 2007: head to File -> Import and Export...

In Outlook 2010: head to File -> Options, the Options window opens
click on Advanced -> then export on the right pane

You should see the window below:

Import and Export Wizard

Choose an action ko perform:

Export RS5 Feeds to an CPRL file

Expark ko a File

Impork a WCARD File (L wef)

Impart aniCalendar {ics) or walendar File § ves

Impork From another program or File

Impart Inkernet Mail Account Settings

Import Internet Mail and Addresses

Impork RS5S Feeds from an OPML File

Import RS5 Feeds from the Common Feed Lisk

Descripkion

Import data from other programs or files, including
BCTI, Lotus Organizer, Personal Folders (L PST),
database files, text files, and others,

< Back [ Mext » l [ Cancel

Select Import from another program or file:

Scroll down and select Personal Folder File (.pst)



Select browse on the new window that opens and direct yourself to where you have the
Gmail PST file.

Import Personal Folders

File ko import

|iti|:|n CrataiMicrosoft\Outlookibackup. pst | [Bru:uwse... ]

Opkions

(%) Replace duplicates with items imported
() allow duplicates to be created

") Do not impart duplicates

< Back ][ Mext = ] [ Zancel

Once you selected the PST file, leave all other options as is and click Next >

You should see something similar to this:

Import Personal Folders

Select the Folder bo import From:

= ,@ Google Apps - jose, cagro@de, gov S
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|85 Conkacts
fa] Deleted Items

w
Include subfolders

) Impart items into the current Falder

(¥ Import ikems into the same Folder in:

|Mail|:u:ux - Caern, Jose E, (OCTO-Conkrackar) " |

[ < Back ][ Finish ] [ Cancel ]

Make sure that the Include subfolders checkbox is checked and select the radio button Import
items into the same folder in: where you select your mailbox to import to.
When done, click on finish and mail will start importing.



